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1.1 Introduction

= The school is effectively sub-contracted by the Ministry of Education to provide a learning
environment conducive to meeting the curricula it lays down. Therefore, contract negotiation
with the Ministry of Education is minimal. However, Mount Albert Grammar School provides a
range of community education classes based on meeting the needs of the local community.

= Purchasing is controlled by budgets set as a result of Ministry of Education funding. Sub-
contracted teachers are controlled utilising the Secondary Provider Selection and Off-Site Work-
Based Systems.

= The customer supplied product is the students at the school. They are indeed controlled and
stored etc by attendance records and student assessment etc. The environment in which the
education process takes place is equally well controlled.

= The teaching process commences with the curricula published by the Ministry of Education. This
is then interpreted into curricula objectives by Mount Albert Grammar School so that teaching
schemes can be set and resources allocated to meet the objectives.

=  Mount Albert Grammar School has produced a Quality Assurance Manual and a Policy Manual.
These are both published as pdf files on the school network. The Quality Policy has been defined
in the Quality Assurance Manual as have the objectives for meeting customer needs in the form of
aims.

= Responsibilities and authorities have been defined on three levels: firstly, to cover those with
executive responsibility; secondly, as job descriptions; and thirdly, within individual procedures.

* The management representative is a Deputy Principal.

= The Policy Manual contains policy statements that cover all issues from staffing and discipline
through to records and finance. Flowcharts are used extensively throughout the documented
system. The appropriate policy in the Policy Manual is also referenced on each flowchart.

= To measure whether the teaching process has been fully implemented and to ensure that it is
effectively controlled, data are collected relating to attendance patterns and truancy, and
examination results in both internal and external examinations.

= Corrective action is an inherent part of the Discipline Section within the Quality Assurance
Manual. The preventive action side is addressed via Off-Site Behaviour Systems and the
Environment Section.

= [t will be the responsibility of the Quality Controller to inform KPMG QCI of any activities that
the school performs that fall outside, or affect the scope of, the certification.
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1.2 Management Structure
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1.3  Support Staff Management Structure
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1.4 Guidance/Deans Management Structure
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1.5

Faculty Management Structure
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2 Quality



2.1

Quality Defined

Quality is that which is suited to the market, is uniform and is cost efficient. (The Management
Edge)

Quality is not an accomplishment, it is a spirit, a never-ending process. (Lawrence Miller)

Quality is the totality of features and characteristics of a service that bear on its ability to satisfy
stated or implied needs. (BS 4778)

Quality relates to customer satisfaction, which translates into the product functioning well for the
purpose for which it was developed. (J.M. Juran)

Quality is nothing less than meeting the exact requirements of the customer. (P.B. Cosby)
Quality is what the customer says it is. (Covey)

Quality is related to the transformatory process through which the learner increasingly takes
ownership of his/her learning. (Funnell and Muller)

Aim to do the right things right the first time, every time. (A.A. Fusco)
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2.2 Rationale

Total Quality Management (TQM)

Mount Albert Grammar School has made a commitment to the model of TQM (refer to Section 2.5) and
therefore a commitment to Total Quality Education (TQE). This is an overt philosophical stance on what
we see as our mission for all associated with the school.

NZ0A

The Qualifications Framework demands that we meet certain criteria that reflect quality. A Quality
Assurance Manual is a key element in achieving accreditation.

Quality Assurance Manual

Mount Albert Grammar School has a multiplicity of policies and procedures covering a wide range of
functions. Inspection by ERO has confirmed their soundness.

The policies and procedures have been compiled into a series of coherent, written documents in the form
of a Quality Assurance Manual.

Staff are expected to follow procedures relevant to them.
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2.3  Quality Assurance Policy

»= The major objective of Mount Albert Grammar School is to provide quality educational
opportunities that are appropriate to the needs of the students.

= In order to achieve this objective, it is the policy of Mount Albert Grammar School to establish
and maintain an effective and efficient quality management system.

= The Executive of the school will ensure that staff at all levels within the organisation are
acquainted with, and experienced in applying, school quality objectives.

= The services within our school, namely: systems design, resourcing, processing, delivery and
communications, should be fully managed, monitored and cost effective. Resources,
administration and operations should be consistently improved to produce results conforming to
the optimum of student requirements and expectations of the services provided.

=  All staff are responsible for the quality system and quality provision in their own areas of
responsibility.

= All members of the management, teaching and non-teaching staff are responsible for the quality of
their own work.

= Participation in the school’s quality management system is essential for all staff in order to ensure
that current and future student requirements are consistently achieved and sustained.
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2.4 Aims

The school will have a comprehensive documentation of adopted policies and procedures in a Quality
Assurance Manual in order to:

a) ensure continuity of good practice from year to year

b) lay down benchmarks for effective performance

c) reduce the need for repeated in-depth briefing and planning sessions in the annual cycle
d) act as a firm basis for the training of staff

e) provide easy access for staff, BOT, parents, Albertians and others seeking information about the
policies and procedures of the school

f) ensure Mount Albert Grammar School meets requirements for NZQA and ISO 9001 accreditation,
and

g) meet legal requirements of ERO and outside agencies.
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2.5 TQM Implementation Model for Education

Education Organisational
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All models are wrong, but some are useful

W. Edward Demming
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2.6
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records

/

Modify as
required by

audit

Modify systems
where

/

appropriate

Plan for
ongoing
application of

TQM
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2.7

Management Responsibility

Requirements:

There are three aspects that specify the responsibilities of management to support the implementation and
maintenance of the Quality System. The three aspects are:

1.

1. Quality Policy
2. Organisation
3. Management Review

Quality Policy (refer to Section 2.3)

Management defines and documents policies and procedures for Quality, ensuring these are understood,
implemented and maintained with continued analysis as to the place the Quality System occupies in the

school and how its application affects the school.

The

Quality Policy states the points of reference as to compliance within the school system.

This policy statement constitutes the school’s formal commitment to Quality.

This statement should be visible, accessible and understood by all staff.

2.

Organisation

There are three parts to this aspect:

a) Responsibility
b) Verification of Resources and Personnel
c) Management Representative

a) Responsibility

The key feature of the school is that there be a Quality System, that this system be documented and
that this documentation be implemented. This is the responsibility of management.

Documentation should cover all systems of the school. Once the systems have been identified, sub-
systems need to be developed as well (refer to Section 2.6).

b) Verification of Resources and Personnel

Verification is defined as those activities carried out to verify that quality is being implemented.
Resources and structures will be in place to ensure quality is being provided. Verification activities
include inspection by delegated staff, testing and monitoring of respective systems and student
performance and both internal and external audits. It is important that audits be carried out by
personnel who do not have direct responsibility for the work being performed.
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¢) Management Representative

The management representative who has responsibility for liaising with KPMG Quality Certification
Ltd is the Headmaster, ensuring that quality is implemented and maintained. The delegated Quality
Controller for this responsibility is the Deputy Principal Administration. This responsibility is
outlined in the job description of this person.

3. Management Review

Formal reviews are to be carried out at least twice each year in the form of an internal audit by the
school’s Quality Controller. In addition, complaints from parents or the community will also occasion
investigations into procedures relating to quality of service and the four-weekly staff meeting cycle will
provide a forum for consideration of changes to procedures where they are perceived by staff either as less
than effective or capable of improvement.

Records of management reviews will be kept and should be used in future reviews.
Changes in Scope

Should the school perform activities outside the scope of, or affecting the scope of, the certification, it will
be the responsibility of the Headmaster to inform KPMG QCI.
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2.7.1 Areas of Responsibility

Academic Institute J Williams/Gibbs Marketing Burden/Gray
Accounts Sandiko MoE Liaison Burden
Albertian’s Liaison Burden/Long MoE Returns Y Williams
Anzac Day Ferner NCEA Y Williams
Archives Murphy Newsletters Burden
Assembly McKinley/DPs Noticeboards McKinley
Assessment Rivalland NZQA Y Williams
Attendance Metcalfe/Waetford OSH Brown/McKinley
Beginning Teachers Pipe Payroll Liaison Y Williams/Sandiko
Board of Trustees Burden Photographs Keenan
Buildings Burden Prefects McKinley
Calendars McKinley Privacy Issues Burden
Careers Laurenson Prizegiving Metcalfe/G Cave
Compassionate Consideration | Keenan Professional Development Pipe
Course Booklet Pipe Prospectus J Williams
Course Structure Pipe Quality Assurance Y Williams
Confiscated Items Keenan/Rivalland/ Report Evenings J Williams
Metcalfe/JWilliams Reports J Williams
Day Relief Keenan School Data Base Rivalland
Detention/Administration McKinley/Keenan/ Security Brown
Rivalland/Metcalfe
/1 Williams Sexual Hargssment Ferner :
Discipline McKinley Staff App(.)ln.tments Burden/Sandiko
Emergency Procedures McKinley Staff Discipline Burden
Enrolments Burden/J Brough Staff Duty Metcglfe
EOTC McKinley Staff E.xpenses Sandiko :
Examination Entries Y Williams Staff Files Burden/Sandiko
Examinations External McKinley Staff Leave Burfie?
Examinations Internal J Williams Staff Manqal ] Wll.hams
Extracurricular Baker Staff Meetings McKinley
Faculty Pipe Staff Referepces Burdgg
Farm Burden STAR Fundlpg : Y.Wllhams
Finance Sandiko Student Testimonials G.1bbs/Phyn
First Aid Haworth Student Trar.lsport Rivalland/Keenan
Furniture Y Williams Teacher Trainees Metcglfe
Grounds Burden Tf)wers Hall McKmney
Guidance Ferner an.letable Rlval‘land/Dempster
Harassment Burden Uniform McKmley/Keenan/
—— Rivalland/Metcalfe/
Homework J Williams J Williams
Homework Diary J Williams
Honours Board C Long
Intermediate Schools’ Liaison | Ferner/Metcalfe/J
Williams
International Students Gray
Keys Brown
Leaver’s Dinner McKinley
Litter McKinley
Lockers — staff Brown
Lost Property Student Centre
Magazine Murphy
Maintenance Brown
MAGS Parents Liaison Metcalfe
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2.7.2 Faculty Management

Role

The role of faculty is multi-functional. The key tasks are:

= to be an advisory group for management on issues in any area of school life

= to evaluate proposals regarding curriculum and assessment procedures
= to represent seven areas of learning at faculty level, to discuss issues and communicate with them

= to provide membership for the professional development committee

= to be key participants in the school appraisal system
= to report on the performance of specific learning areas.

Membership

The Headmaster will decide membership of the faculty. Faculty should represent a cross-section of
curriculum areas. Membership at present is:

Member

Position

Responsibility

John Pipe

Convenor

Senior Management

Alan Sangster

Head of Mathematics

Mathematics

Colin Adam Head of Social Sciences Social Sciences
Shelley Masters Head of English English

Janet Lee Head of Science Science

Warwick Gibbs Head of Languages Languages

Mark Dempster Head of Physical Education Physical Education
Milica Zjajic-Moon Head of The Arts Music, Art, Dance and Drama
Natalia Brodie Head of Technology Technology

lan Bogue Head of Commerce Commerce

Reg Korau Head of Te Puna o Wairaka Maori Language
Pam Drake Head of Learning Support Learning Support
Shellee Hare Head of ESOL ESOL/Refugees

Staff outside of the faculty group will be invited to present ideas or be consulted if discussion pertinent to

their areas of responsibility is planned.

Responsibilities

= Faculty to be responsible for implementation of curriculum.

= Faculty to be responsible for management of appraisal in each learning area.

= Faculty to be responsible for implementation of the school’s assessment programmes.
* To make recommendations to the Headmaster on any areas of management within the school.
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Authorities

= To approve requests for professional development.
* To recommend changes to subjects in the curriculum.
= To approve timetable structure and layout.

Communication

= Faculty minutes to be relatively brief, recording outcomes only and not general discussion.
= Faculty noticeboard to be actioned in the staffroom with agenda and minutes.

= Record of minutes to be kept by convenor.

= Faculty will go into committee on occasion.

Meetings

= Faculty meetings to occur weekly and be held at least once per fortnight with provision for special
meetings if needed.

= Quorum to be five people, but all members are expected to be present.

= Meetings with learning areas to occur in meeting cycle or as convenient.
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2.7.3 Faculty Decision Making

Faculty member or
management raises
matters to discuss

:

Issue placed on
Faculty agenda for
the followimng week

:

Convenor collects and distributes
documentations of 1ssue

v

Faculty discussion
of 1ssue

Discussion with
departments

Faculty resolves

outcome
-
" Decision Faculty mformed of
Faculty mformed | |[«———No approved by s Yes——p decision and HODs
management? briefed
Faculty makes
management plan Clommumuication to
meludmg review o staff aftected
date

i

Issue reviewed
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2.8 Quality System

Requirements

The Quality System in the school must be documented to ensure the expectations and procedures are
known and understood.

Procedures must be written and presented in a manner that makes them usable. A documentation
approach that stresses presentation clarity, appropriate illustrations, diagrams and simple word usage aids
user friendliness.

A consistent training process coupled with a monitoring process ensures a successful implementation
programme.

Careful choice of documentation, its structure and organisation also aids user friendliness.

The school documentation should reflect quality in that the Quality Assurance Manual acts as an
induction manual, training guide and reference document.

Reference is also made to the Mount Albert Grammar School Report Manual and Staff Manual. Both
these documents contain important systems and procedures that must be followed. Both documents are
issued to all teaching staff and the Staff Manual is issued to all support staff..

Quality System Structure
The following document types illustrate the basic structure with the school Quality System.
Documentation types are:

*  Quality Manual

* Quality Policies

» Quality plans — a description of the processes using flowcharts along with planned checks
*  Quality curriculum manuals/schemes

= Quality accountability statements (subject and individual)

*  Quality records

The Quality Assurance Procedure follows in the form of a flowchart and its associated guidelines.
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2.8.1 Quality Assurance Procedure

Requirements relate to Policy 1.3

State the policy
requirements

v

‘ Draw flowchart

A

‘ Asgess process

Process OK?

Yes

nofes to accompany
flowchart

Write any procedural

v

Identify forms and
records

Ensure statf are

Check

tramed to use =
procedure OK?
procedures

Are procedures
consistently used?

Yes
v

‘ Authorise

v

‘ Distribute

L

‘ Control
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Amend‘amprove
process

Amend or redraft
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2.8.2 Guideline for Drafting Procedures

1. Procedure
This section describes the way a procedure should be written and approved.

2. Layout
The layout of each procedure should be similar and contain only two sections: requirements, which are
based on the policy, followed by the procedure itself.

3. Title
Each procedure should have a title, which is entered under the heading SUBJECT at the top of each page.

4. Identification
Procedures should be identified by a unique reference number.

5. Flowcharting

It is recommended that the process to be described in the procedure is flow-charted so that an objective
understanding can be achieved and, where appropriate, improvements made. A flowchart is an excellent
method of describing how a process works and is useful for training purposes. The flowchart may be used
on its own as a procedure or may be accompanied by text if required.

6. Draft
A draft procedure should then be prepared. Input at this stage by the users should be considered.

The draft procedure should be printed on to forms identifying it as a draft and circulated to as many staff
as possible to allow for a thorough evaluation before approval is recommended and the procedure is
issued.

Where there are other documents that are described as part of the procedure or referenced from the
procedure, completed examples should be attached or a reference made to where the examples can be
obtained. Any forms used in conjunction with the procedure are referenced and completed examples are
attached.

7. Authorisation/Approval
Authorisation of school procedures will depend on the type of procedure and which aspect it relates to.
The level of authorisation will also depend on the use of the procedure.

8. Distribution

A list is to be maintained, which states the procedure identification and the name of the department or the
position of the person to whom procedures are distributed. This list should be kept with information such
as review dates and who is responsible for review and authorisation.

9. Control
The position of the person responsible for control of the procedure should be stated in the procedure.
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2.9 Departmental Review

Requirements relate to Policy 1.5

————
Departmental
Leaders prepare
goals at beginming
of year

Departmental Leaders report
to faculty member at
beginning of year

Report meludes exam analysis,
resourcing and curticulum issues
and achievement of previous
year's goals

Student Achievement Review;
Recommendations for current academic
year detailed i Strategic Plan

Faculty members report to
Headmaster about any 1ssues
raised

Headmaster reports to
education
sub-commuttee of the
Board of Trustees

Issues raised by departmental leaders
and Board of Trustees are referred back
to Faculty for implementation

QA Manual: August 2008
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2.10 Internal Audit Procedure

Requirements relate to Policy 1.8

QA Manual: August 2008

Annual audit progranume
established on the basis of
status and unportance of

activihies
Changes m quality
system or statug of . .
¥ i —_— Audit carried out
personnel mvolkes
mternal audit

orrective measure

Conunents noted
and date for
correction set

- Yes—
\HCC(V__

No

'

Signed off

Record filed

27



2.11 Staff Concerns

Requirements relate to Policy 1.2
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-~

Staff member has
CONCens

Form collected from tray m
statfroom

Form filled m and placed m
box

Headmaster and Associate
Prmcipal review concern and
consider approprate action

Feedback gmven to statf
member
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3.1 Curriculum Implementation

Requirements relate to Policy 2.1

.

Amended
curricula

Ministry of Ecucation J

Gazetted curricula published by
Ministry of Education in The NE
Currieulum Frameworks documents

:

External
Tesources ﬂll(l
developments

HOD/TIC interprets curnculmm
objectives and develops teaching
schemes for each scholastic level

'

External courses
professional
development
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HOD/TIC advises and traing
teaching staff and develops

Feedback at HOD/TIC
National level to Teachers'
Association, Mimstry of
Education on ways to
further develop curncula

resources to effectively
delrver the scheme

¢

Teachmg staff tram and deliver the
curriculum according to scheme
objectives, school's resources and
mdividual/group expertise

:

HOD/TIC advises and trans
teaching staft and develops
resources to effectively deliver the
scheme

Feedback (parent/student/teacher)
recetved to further unprove and
develop effectiveness of delivery of
programme (includes training’
resources/management)
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3.2  Curriculum Change

Requirements relate to Policy 2.1

Suggestions put forward to
Faculty

Faculty addresses

Eecommendation to
Sentor Management?

Detals of course developed
further by teacher m charge

Place m course
structure and
other documentation
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Eeview/meore detal
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3.3 Course Selection Procedure

Requirements relate to Policy 2.1

Course gelection forms and option lines are deternuned after consultation
with Deans, HODs and Faculty. HODs deternune the
pre-requisites

i

Course selection forms are given to students m the
middle of Term 3

:

The tollowing steps are taken to ensure appropriate
course selection:

¥ Course mformation booklet

¥ HOD approval

¥ Deans’ mterviews

¥ Overview by Acadenuc Dean and DPs

¥ Information evenings

)

Forms are retmned and students’ selections are entered mto KAMAR

:

HODs are given lists of students who have requested a course m thew
department. These are studied by department members and any students who
do not have the pre-requisites for that course. or for whom prior learning is
recogmsed, are cireled and an alternative 15 suggested

,

Lists are retined to Deans who then see all students who have
made mappropniate selections and another course(s) for these
students are entered on LANMAR
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;

KAMAR generates number of classes needed to
accommodate students. Tlus 15 then modified by the
Headmaster if necessary

,

HODs are then required to allocate teachers to classes and
rooms to teachers i consultation with the Headmaster

i

Information 15 mput mte KAMAR which then
generates the school tunetable
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Education Outside the Classroom

Requirements relate to Policy 2.8

Cwrricnlmn leader devises annual course and assessment statement
at the beginning of the course

.

Course/assessment statement distributed to all
relevant students and teachers

— —
Course _—— Course mvalves off-site
‘s <l - oS E E
contunes components?
Yes

y

of relevant term

Off-site dates to Associate Principal before start

Cowurse/assessment statement submitted to Associate Principal at beginning of

course

- —
T o . .
___— Off-site component(s) mvolve
overnighter and/or extra risks for
students?

Completed EOTC forms to
Associate Prmeipal; at least 6
weeks notice

I
No

Y

EOTC form to AP (2
weeks prior)

Vesl

e
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AP subnuts to Board
Education sub-commnuttee

Education sub-conunittee
makes reconunendations to
Board




3.5 Professional Development Course Applications

Requirements relate to Policy 1.5, Charter, Individual Accountability Statements

Cowrse nformation made available to HODs

v

Teacher chooses course based on established school or
personal goals

v

Teacher fills m apphcation form, attaches photocopy of course
mformation and hands to HOD

v

HOD considers request m view of established goals

/,-/ T
_— HOD approves professional -
development application?

T

— HOD explains

to teacher
reagons for

non-approval

|
Yes

Y

Teacher takes request to Director of
Professional Development

Y

-
/// RHHH"‘&
_—~Director of Professional ™~_
Development approves
request?

T Nob

Refusal explamed
to teacher by
Director of
Professional
Development

I
Yes
Y

Teacher advised of
acceptance

v

Teacher in charge of day rehef advised of course by teacher

Y

Teacher contacts course director to reserve place

Y

Teacher reports back to department and to faculty as appropriate via
report

Y

Selected teachers report back to full statf meetmg
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3.6 Secondary Provider Selection System

Requirements relate to Policy 2.10

Potential Secondary Providers are
approached by Secondary Provider
Manager to participate i a
partnership with the school

Ts the business
willing to form
a partnership?

Partnership not
entered mto
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Partnership not
entered mto

'y

No

/// \‘\\
" Does the business ™~
have the requued
resources to be a

Secondary Provider?

Yes

Y

Site visited.
Requirements
discussed with staff.

i

~._

.

The Secondary Provider
Manager and the Secondary
Provider negotiate the
partnershp m terms of the
framework requirements and
cost

:

Formal contract
ratified by
Headmaster

.

Off-site progranmme
begins

36



3.7 Off-Site Work-Based

Requirements relate to Policy 2.10

Option booklet, questionnawe and Gateway mformation sheet. When selecting Gateway
to Employment, three industry choices must be listed on questionnaire.

:

Gateway Co-ordmator, teachers and Dean assess the entrance of students mto the
Gateway Progranune usmg set cnteria (e.g., attendance, appearance, behaviour.)
Interview the students - Gateway Co-ordmator, HOD Careers and/or Class Teacher

-

T

meet

criteria?

P
" Does the student \\\

entrance

The student 15
made aware of
deficiencies and
can reapply once
these are
addressed
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Yes

Y

Student signs code of conduct agreement and parents/caregivers sign
Gateway agreements

;

Student attendance 15 momtored throughout the year and faillure to
comply with student contract will mean removal of student from the
workplace

Y

Students follow a unit standard-based traming programme;
a mininwm of 10 credits requured by TEC

Y

Gateway Co-ordmator visits the off-site workplace to assess the
quality of the off-site traming/concerns rectified

v

Gateway Co-ordinator assesses the student's progress, orgamses
agsessments and montors units from outside providers and sends
completed work m for markmg if qualified to do so

v

Employer reports on students sent each term and posted to student
and/or mcluded with school report

v

Gateway Co-ordmator follows up with secondary provider
assessments and arranges for credits to be logged on to the student's
Record of Learning

Y

Gateway Co-ordmator follows up the 3-month outcome to TEC for
each student at the end of thew placement
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3.8 Homework

Requirements relate to Policy 2.15

School homework policy gwmdelmes

Each department has detaled written policy on
homework within school gmdehnes. Tlus mcludes:

T Scope

T Frequency

* Mowmtoring

¥ Review/marking

¥ Recording of completion and results

Teaclung staff mplement policy and mamtam
records that show:
¥ Date

¥ Frequency

¥ Completion

¥ Results

accordmg to

departmental and school pohcies

HOD reviews per term teachmg staff records

Complete

<Y es
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o

T ‘\\
// =
- S
Satisfactory?

HOD tram or
adhise staft
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4 Statfing
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4.1 Assistant Teacher Job Description
Responsible to Head of Department

A secondary school teacher instructs students in one or more subject areas of specialisation such as

Accounting etc. Routinely the teacher prepares lesson plans, assigns lessons and evaluates students’

progress by administering tests and reviewing assignments. A secondary teacher also reports students

progress to parents and participates socially in school activities.

’

Responsibilities

Expected Outcomes

Measured by

The preparation, performance and
follow-up portions of classroom
teaching

Use a variety of appropriate methods that teach and
develop the skills contained in the Curriculum and
Scheme

Monitor student book and folder work and
homework completion regularly

Ensure that the presentation and completion of work
is of a suitable standard to the level of the students

Students’ work reflects a
variety of these methods

Evidence that work is being
regularly checked

Teaching the Curriculum
(prescribed or approved)

To teach the Curriculum as defined by the Scheme
To use a variety of language strategies in the
classroom to enhance student learning

Teaching critiques carried out
by senior staff member
Student evaluations

Providing an effective classroom
environment

Treat students fairly and in a manner that maintains
their dignity

Ensure that each student has equitable access to the
teacher

Maintain safety in the classroom relevant to the
subject area

Class observations by senior
staff member
Student evaluations

Risk analysis - OSH

Maintaining order and discipline
according to departmental and
school guidelines

Ensure the behaviour of students does not impinge
on other students’ opportunities to learn

Provide methods of behaviour modification that
area appropriate and fair

Refer any students of concern to the appropriate
person according to school procedures

Reward good behaviour in accordance with school
guidelines

Class observations by senior
staff member

Accountability report
Student evaluations

Staff appraisal

Reporting students’ progress,
attendance and behaviour

To prepare student reports, following school
procedures, as and when required

To be aware of the Privacy Act with respect to
students

To attend parent/teacher interviews as required

To carry out all necessary administration regarding
subject and form classes as directed by Deans and
the Executive

Completion of all required
tasks
Student evaluations

Accountability report

Staff appraisal

Administering and marking

assessments of student performance

Follow school policies and procedures

Give students the opportunity to peruse timely
marked assessments and to query their assessed
marks if necessary

Accountability report
Student evaluations
Staff appraisal

Ongoing professional development

Ensure up to date professional competence
Attend at least one professional development course
every two years

Accountability report
Staff appraisal

Meeting professional requirements

Attend all required staff meetings

Be active in school’s extracurricular activities
Ensure all communication to school community
approved by HOD

To perform allocated staff duties at designated
times and areas

Attend all assemblies

Attendance register of
meetings

Staff appraisal
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4.2 Head of Department Job Description

Responsible to Headmaster

A Head of Department leads by setting a high professional standard. A Head of Department seeks to

inspire and enthuse staff and to run a co-operative, supportive, vital, progressive department. The
strengths of individuals are recognised and utilised so that all members contribute to the department’s

development.

Responsibility

Authority

Expected Outcome

Measured by

Curriculum

Management:

=  to provide current and
operable schemes of
work
(QA4 Section 3.1)

=  to run regular
department meetings

=  to communicate
relevant information
to the community and
other appropriate

to sign outgoing
departmental
letters after
approval from
SMT

that each staff member is
issued with a current
scheme at the beginning
of the year

that the schemes are being
implemented

that staff are informed and
operating effectively as a
department

that all outgoing letters
have SMT approval and
HOD signature

issuing of schemes to
each staff member

written record of
checks of student
workbooks

minutes are recorded

copies of letters

agencies
Resource
Management:
= to manage the budget to submit that accurate records of budget records
allocation departmental spending are kept spending is within
(QA Section 9.1 and budget requests budget
9.2) to authorise
invoices

=  to co-ordinate
departmental
resources

to place orders
using a school
order number and,
where possible, a
preferred supplier
to authorise
purchases of
individual items
not exceeding
$500

that the budget allocation
is maximised in terms of

appropriate and up to date
resources

that systems are in place
to ensure teachers have
access to the resources
necessary to fulfil their

teacher feedback

responsibilities
= to oversee use and that staff follow OSH maintenance record
maintenance of requirements for that where applicable
resources department report from OSH
officer
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4.2 Head of Department Job Description (continued)

Responsibility Authority Expected Outcome Measured by
Middle Management:
= to attend HOD to delegate the that the department is attendance at meetings
meetings responsibility to represented at HOD
another staff meetings

member that the department keeps
up to date with
administrative decisions

= to complete all that all required feedback from Senior
appropriate departmental information Management
departmental returns is passed to the

appropriate person

= to appraise staff that the school’s records of appraisal
members in procedure of appraisal is meetings and
accordance with followed accountability
school procedures statements

Professional

Development:

*  to encourage that all staff attend at least record of professional
professional one professional development
development of staff, development course every completed by staff
including HOD two years
(QA4 Section 3.5)

= to evaluate the to sign all copies of professional
appropriateness and professional development requests
effectiveness of development

professional
development
according to
individual and school
goals

requests before
they are passed on
to executive

Student Performance:

=  to set appropriate
procedures for
homework, student
referral, assessment,
moderation and
authenticity of work
(QA4 Sections 3.8, 8.2,
822, 82.3)

= to ensure students are
assessed regularly and

to handle
discipline matters
in the first
instance

that staff are aware of, and
follow, departmental
procedures

that all assessments are
planned, recorded and

records of homework
checks and student
referrals

audits

back-up of student
marks for external

appropriately have HOD approval and qualifications
meet contemporary
standards in the subject
area
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4.3 Staffing Appointments Procedure

Requirements relate to Policy 3.1

Deternumne
vacancy

l

Advertise m
Gazette

l

/{,/”“'&H
T Senior T~
position?

No

v

Shorthst and
mterview

l

Offer position

Notfy
unsuccesstul
applicants
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Consult Board
of Trustees

Shorthst and
mterview

'

Board of
Tistees
confirmation

l

Offer position

i

Notfy
unsuccesstul
applicants
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4.4 Staff Performance Management

Requirements relate to Policy 1.4

——

Non-teaching
staff

i

Supervigors appraise non-
teaching staff on an annual
basis based on job
description.
Appraisal completed by end
of Term 1.

———

Teaching staff

'

Staff appraised by HOD
annually based on job
deseription.  Appraisal

completed by mid-term.

—

Gudance and
Student Support

i

'

v

Staff appraized by manager
annually based on job
deseription.  Appraisal

completed by mid-tern.

Staff set and review goals

with appraiser and discuss

professional development
needs

Staff set and review goals

with appraiser and discuss

professional development
needs.

i

'

Staff set and reverw goals

with appraiser and diseuss

professional development
needs

:

Reports to Busmess Manager
for filing,. One copy for
appraisee. If appraiser and
appraisee disagree then a
comment is to be attached to
report

Reports to Headmaster's PA for
filng. One copy for appraisee. If
appraiser and appraisee disagree
than a conument 15 to be attached
to report

v

y

Supervisor reports to
Headmaster as part of their
appraisal by end of term

HOD reports to Faculty member
as part of their appraizal. HOD
aves departmental report at
appraisal. Appraisal completed by
mid term.

Reports to Headmaster's PA
for filing. One copy for
apprasee. If appraiser and
appraisee disagree than a
comument is to be attached to
report

.

:

Manager reports to
Associate Principal by end
of term

Faculty member reports to
Headmaster as part of their
appraisal. Faculty member gives
faculty report at appraisal.
Appraisal completed by mid term.
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4.5

Teachers on Duty

In a sense, teachers are on duty at all times. In travelling to and from school, teachers should note the
name of any student they see misbehaving or incorrectly dressed and deal with the matter at school. In
their movement around the school, all teachers should act when they see something that requires attention.
No one teacher can supervise the school, but the task is lightened if every teacher helps and does their
particular task. Every day a duty leader will be responsible for the teachers being on duty that day.

[y

Responsibilities of Duty Teachers

Before School

Main Gate

Duty begins at 8.15 and includes the
supervision of the arrival of buses and
general arrival of students. Uniform check.
Teaching begins at 8.35.

Buses

Duty begins at 8.15 and includes policing the
use of pedestrian crossing and monitoring
the arrival of buses.

Interval and Lunchtime

(Lunchtime duty divided into two halves of
20 minutes)

Front of School

Monitor students exiting the school grounds.
Check to see if students have exeats or lunch
passes. If not, then they are not allowed to
leave the school grounds. Ensure that
students are not in cars and that people from
outside the school are not entering the school
grounds. Teachers must be present in the
first few minutes of lunchtime or interval.
Main Quadrangle

Monitor the behaviour of students in the
quadrangle. Circulate around the area
including “blind spots” such as L Block, C
Block, toilet block, Science block tunnel.
Hand ball games only.

E Block

Patrol block to keep students out.

Tuckshop

Be on duty promptly at the beginning of
interval and lunchtime. Promptness is very
important here. Supervise student traffic and
behaviour in queues. Insist that, once
students have purchased their food, they are
to move away from the area. Customers
only in this area.
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Library and ICT

As directed by the Director of Library and
Information Services.

Fields

Circulate around the fields including the
slopes by the main fields, the area by the
Horticulture block and the path to
Haverstock Road. Students are not
permitted in these areas nor are they allowed
to be near the creek or the pipe crossing the
creek.

After School

(3.05p.m. to 3.25 p.m.)

Front Gate

Check uniform and student behaviour.
Students are to leave via one of the main
entrances rather than going over the front
wall. Teachers must be present before 3.10
p.m. so must be free Period 6.

Pool Gate

Check uniform and student behaviour.
Students are to leave via one of the main
entrances rather than going over the front
wall. Teachers must be present in the first
few minutes after the bell.

Buses

Police use of the pedestrian crossing and
monitor the boarding of buses. Teachers
must be present before 3.10 p.m. so must be
free Period 6. Buses not to leave before 3.20
p.m. — report to the DP in charge of duty.
Fields

Monitor student behaviour leaving the
school property. The only point of exit is at
the bridge to Haverstock Road. Students are
not permitted to use the neighbouring
industrial estate as a thoroughfare or short
cut.
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4.6

Staff Absence

Requirements relate to Policy 3.4

————

Staff member has vnexpected
sickness or mability to attend work

Staff member applies for leave
with or without pay

Staff member mngs Rehef
Orgamser before 9.00 p.m. or
between 6.30 am. and 6.45 am.

Form obtamed from Headmaster's
PA

Staff member gets work for
reliever to school
before 8.00 a.m.

Form completed and handed to
Headmaster

Sick leave regster
adjusted
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P
// N
-

Leave I
vNO >
approved?

Teacher 1s
unable to take
leave

I
Yes
4

Teacher places work for relief m
relief box

l

Teacher takes
leave

:

Leave register
adjusted
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4.7 Senior Management Duty Day Responsibilities

The Duty Deputy Principal has responsibility for the smooth running of the jobs listed below on their
allocated day. The Associate Principal takes the overall responsibility.

. ) | > AUELINALCE LIS
w duty staff template

> . il q Follow up non-
( Lunchtime —_—— Help “f‘lth — Cheek lunch fine ——p | attendance using
detention duty staff
4 template
. . .
I("/ Help with Sign off detention
i | S e . —_— -
e detention as complete
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S Extra-Curricular
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5.1

Requirements related to Policy 4.2

Staff Participation in Sports

Staff select one code as
either
Coach or Manager

N

- .
// - \\‘“*\
. . <~ Coach, Manager ™
Coach 7Y es i 5 >
or both?

I

Yes

Meet team - Both

Set practice times and
equipient requirements
e
¢ 7
Hand out " Comuitment ™
commutment forms
forms returned?

1)

Yes
Commuitment 1

forms held by d—‘ ‘ Players activated mto team ‘
Team Manager

QA Manual: August 2008

.

Obtam and sign team
practice and match
equipment

;

Team hst of players to code
co-ordmmator

.

Carry out responsibilitics as
coach/manager as dwected

v

Retun equipment at end of
season to Sports
Admmistrator

Tes— Manager

Commuitment
forms returned?

:

COversee return
of commitment
forms

Player on
standby until
form returned

Mamtam records for
all games/events.
Supply results by
Monday Period 1

(ehpboard
staffroom). File
team report for the
Albertian. File travel
clam/expenses
return to Busmess
Manager. Report
any 1ssues of poor
student behaviour to
appropnate Deputy

Prmeipal for action/

resolution.
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5.2 Student Participation in Sports

Requirements relate to Policy 4.2

Promotion of sport for
students

l

Expression of mterest.
Complete registration.

l

Regstration return
mformation

i

Teacher m charge/coaches
decipher mformation

l

Sport advertized m
school notices by
coach/manager

Student meets with coach/
manager

Y

l

Issue commutment form

l

Retin signed form

:

Participate as team
member according to code
of conduct
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5.3 Cultural

Requirements relate to Policy 4.3

=( Deternune policy te acknowledge
the multicultural diversity of the
school

Y

Form commnuttee to

address 1ssues

v

Malke reconunendations

/\

- Executive Students
- Staff Form cultural groups
Y
Organise tutors

Y

Orgamse events

Y

Y

Commumcate with staft/students/parents

Review of events
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6.1 Dean Job Description

Responsible to Associate Principal
Deputy Principals
Director of Guidance

Rationale

The Deans actively monitor and promote the academic progress and general wellbeing of the students in
their form level.

Administration

= To work with senior managers and form teachers in order to promote the school goals.

* To monitor form teacher performance and assist when appropriate.

= To liaise with students, parents, teachers and guidance staff when appropriate.

= To record relevant records of student and parental contact.

= To check school reports for accuracy and completion, then include appropriate Dean’s comments.

= To work with the Deputy Principals to identify and promote short and long term goals for the
students at their level.

Student Discipline

= To support teachers in maintaining discipline.

= To act on instances of poor attendance, discipline, punctuality, uniform and other student
management issues.

= To supervise detentions, community service and the withdrawal room when required.

= To discuss all serious discipline issues with the Deputy Principals.

= To prepare student discipline reports for the Board of Trustees when required.

= To actively promote and reinforce desirable behaviour.

Academic

= To monitor academic performance of the students throughout the year.

= To liaise with students and staff over timetabling issues.

= To approve all courses for students at their year level.

= To assist with placement of all students in their form classes and options.
Attendance

= To monitor student attendance and punctuality.

= To ensure parental contact after three days of unexplained absences.

= To alert the Deputy Principals to any students who are of concern.

Uniform

= To support the staff in maintaining the correct wearing of the school uniform.
= To approach the Deputy Principals for equity funding when made aware of genuine difficulties.

Communication

= To attend weekly guidance network meetings.
* To meet on a regular basis with their form teachers.
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= To run form level assemblies on a regular basis.
= To have all non-standard correspondence approved by a Deputy Principal before leaving the
school.

Pastoral Care

= To take an active role in the personal welfare of each student in their level.
= To promote “The MAGS Way”.

= To ensure appropriate professional development needs are addressed.

= To support and guide form teachers in their pastoral care role.

= To refer students with counselling issues to the counselling staff.

Attached to this job description is a list of the specific tasks that you are expected to undertake throughout
the school year. These will be reviewed regularly.
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6.2 Administration Procedure — Form Teacher

Task requested of form teacher by Semor
Manager, Dean, Staff

Form teacher
completes task(s)

Feedback S

required?

Task
completed

No—3»|

Yes
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6.3 Professional Roles — Form Teacher

Requirement: Form teachers are required to carry out the following roles base on their Job Description

Form Teacher Professional Roles

Y

Attendance

/’i\x

T oo -
~" Admmnustered T
correctly?
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Y

Y

Pastoral Care

Homeworlk
Diaries

Check
fortmghtly
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6.4 Report Management Procedures — Form Teachers

Requirement: Form teachers are required to carry out the following roles base on their Job Description

Collect draft copies of prnted reports J

,

Write form teacher's comment on

FKAMAR. Report on attendance,

conduct, punctuality, vmform and
co-curticular as appropriate

'

Read all reports -

Get Student Centre
staff to reprint

T

— -H-""\-\.

e o T
— Correction -
) Yes—
needed?

Notify appropriate
subject teacher of
change that 1s
needed

No

¥

Record corrections requured,
corrections made and completion of
process on appropriate form

:

Subnut reports to Deans m
alphabetical order for checking

'

Errors corrected and reprints
organised as required

l

Completed reports siened and
returned to Student Centre after
SMT has also signed
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l

Reports posted
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6.5 Attendance Procedures — Form Teachers

Requirements relate to Policy 7.2
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6.5.1 Notes Regarding Attendance Procedure

1. Attendance Codes

Use these codes on KAMAR to indicate the reason for each student’s absence. The following codes only
are to be used:

Unexplained/Truant

Present

Student late for class

Sickbay

Doctor/Dentist appointment

Internal School appointment — Dean, DP, Counsellor etc
Student is absent with an Explained, but unjustified, reason
Student is absent due to short term illness/Medical reasons
Study period

On a school based activity with other students

Attending a school trip

Work experience

Removed (temporarily) from class

Attending a school camp

On exam leave

Student is on Overseas holiday

Family circumstances/Bereavement

Attending a teen parent unit

Attending Alternative Education

Attending an Activity Centre

Attending an off-site course/class

Attending a Health Camp/Regional Health School/Residential School
Student is attending Justice court proceedings

Student is temporarily withdrawn/stood down

Student is suspended

QC—“ITIKPARATOXORIZOZ<ZIT— TR T

2. Student Absence

It is the form teacher’s responsibility to check on all students who have not attended school for three
consecutive days. A telephone call is expected to be made by the form teacher. If contact is unable to be
made, a referral must be made to the level Dean. This is most important and will be expected of all form
teachers. Form teachers are expected to keep a “Contact Log” recording date, student name, reason for
contact and if contact was made. Any persistent issues must be referred to the Dean.

3. Student Absence Notes
These notes are to be filed. A folder of plastic envelopes will be given to you. Each plastic envelope will
be used for an individual student. When notes are brought by students, date them and place them in that

student’s individual envelope. Date each note. Ring parents/guardians to verify authenticity if note is
suspicious in some way.
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6.6 Generic Harassment Complaints Procedure

Requirements relate to Policy 5.2

Staff Student Parent
Concern Concern Cloncern
— —
_ Senior | _
" || Manager ||
/,// >
<" TIs it a formal . .
a >——No—»| Mechation
complamt’

|
Yes

L

Record detals on complamt
form. Pass mformation to
Headmaster's PA as
appropriate.

Board of Trustees
Education
Sub-conunittee
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6.7 Reporting Bullying/Harassment

Requirements relate to Policy 5.2

An meident of bullymg/harassment oceurs

Tell a Semor Student Leader or an

Adult
..f”df’-‘a H-HH\"“'H
_— e
_ T
— - RH“H,_
- —
Serous physical Report to
Sl Dean - Counsellors
} Incident
D_el)l_lty reports | |———{| Mediation ||[—| Counsellors
Prncipal
taken -
l \ /
\

Consult Associate i AN ,/
Prmcipal, Parents \ /
Headmaster mformed ¥

l l Agreement
Stand down/ Action
suspension taken
KAMAR
entry
Form
» | Teacher
notified
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6.8 Guidance Appointments — Student Initiated

Requirements relate to Policy 5.1

P
Students wishing to make an
appowmtment with Gudance statf do o
at the Student Centre
e

A computensed boolking
gystem 18 used

Gudance statf view thew
daily appomtment items
directly on the computer

l

Only students with the
appomtment tune are to be
m the omdance fover

After the consultation the
student will be 1zsued a late
pass
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6.9 Careers Appointment System

Requirements relate to Policy 5.6

~
e

\\

,/ Careers

/

appomtment - self-
referral or other?

™

N

Referral from:
Parvents
Dean/Guidance
Staff

|

Feedback as required
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Self-veferral

Appomtment forms are
available from Careers
Adpunistrator during
linchtime and mterval

Form completed and grven
to Careers Admimstrator

Appomtments are made
based on tune form
submuitted and/or priontised

i

Student requested by
careers staff. Staff enter
"C" on computer and 1ssue
late pass

A

Summary notes to be filed
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6.10 Student Employment Interviews

Requirements relate to Policy 5.6

Careers staff mformed of
available position

Position advertised
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Students geek relevant
details and contacts

Students recerve checlhst
to assist preparation

Students exeated if
mterview 18 durng school
tune using code "C"

Student reports to Student
Centre with exeat to sign
out

o

//r’ \\\
—
"'.{:‘.gldent successtul m ™
gaming position?

Student follows leaving
procedures
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6.11 Student Movement Between Form Classes

Requirements relate to Policy 2.6a

Student identified as needmg Shortlist of students sent

to be moved from form class to relevant faculty heads

for acadenuc or behavioural with deadline for feedback
reasons to Dean

Discussion with
parent/guardian before
move. (Phone call and

letter to follow up)

Dean discusses
- student with
Deputy Prmnerpal

N
7 \\\

//Studcnt to be ™
- moved? Deputy . Dean to mform
Prmcipal makes specific staff
fmnal decision

Dean to mform
specific staff

Y

Student moved

Promotion student
recerves automatic
praise card

Dean reviews placement m
3-4 weeks and gives
review to Deputy Prineipal

Review sent to
parents

N.B: In most cases, movements are made after the mid-March Progress Reports at the end of Term 2.
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6.11.1 Senior Student Movement Between Classes

Requirements relate to Policy 2.6

Student(s) wdentified as needing a change n
class by teacher, HOD or parent

l

Proposed change(s) discusszed Lo oty elistuegee i el
po: R ———» the SMT need to be mvolved
with Dean

i m the process

Dean makes contact with
parents/guardians either:

- in response to a letter
recerved from
parent/zuardian requesting
change, or
- by phone call and then
follow-up letter sent by school
mformung of a change and
why 1t has taken place

Teacher/HOD mtformed by

email

Change is signed off by vear
level Dean of student

l

Changes made on KAMAR
by Data Manager
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6.11.2 Student Inclusion in Academic Institute - Year 9

Requirements relate to Policy 2.6¢

N.B.: In most cases, movements are made following Term 1 Progress Reports and/or Term 2 Examination

Reports.

Student identified as being
acadenucally able from

Y

entrance testing data and
placed m top stream(s) of
cohort

'

Students participate m
programmes designed to
advance, challenge and
ennich the acadenucally able.
Coursework and exanmnation
results are used to assess
potential for future
acceleration

Acadenuc Institute generates
generic letter to parents
advismg of Acadenuc
Institute and signalling
possible mtra-subject
department streaming

:

Concerns re
melusion?

Teacher HOD to haghlicht
concerns to Acadenue
Institute for review and
consideration re needs of
student

No

Contmue Year 9

programunes m preparation No

[ 9

for Year 10
accelerate programmes
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l

Contmued
concerns?

Yes

v

Discussion/consultation with
student/parents/teacher -
withdrawal from accelerate
programme and Acadenuc
Institute
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6.11.3 Student Inclusion in Academic Institute - Year 10

Requirements relate to Policy 2.6¢

Student 1dentified as bemng
academncally able from
previous Year @ data or, if
new, placed m the top stream
classes based on mformation
trom previous school and

entrance test data

:

Agadenuc Institute generates
generic letter to parents
advising of eligibility for the
Acadenuc Institute and
signalling possible mtra-
subject department
streamng

Students may participate m all or some
accelerate programmes, m English,
Mathematics and Science, designed to
advance, challenge and enrich the
acadenucally able. Coursework and
examination results are used to assess
potential for success m NCEA Level
One &/or Level Two, as per subject

courses, at the end of Year 10

" Concemnsre ™
melusion/ability/
NCEA success?

T

No

v

Contine Year 10 accelerate
progranunes m preparation
for NCEA Level One m that
year, and for Year 11
accelerate programmes m the
following year
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Teacher/HOD to lughlicht
concerns to Acadenue
Institute for review and
consideration re needs of
student

Contmued
concern?

I
Yes
Y

Disgcussion/consultation with
student/parents/teacher -
withdrawal from accelerate programume
and/or some/all NCEA Standards and
the Academuc Institute, if appropriate.
Contmue with sutable Year 10
progranmume(s).
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Requirements relate to Policy 2.6¢

Student contmues accelerate
progranume(s) based on

6.11.4 Student Inclusion in Academic Institute — Senior Students

Letter - to confirm recognition
and awareness of student
followmg mdradualised
accelerate progranumne m the

SUCCESSES Ml Previous years.
Merit or Excellence grades are
expected.

.

Students may participate m all or some
accelerate programmes, m English,
Mathematics and Science, designed to
advance, challenge and enrich the
academically able. Students may also add
breadth to therr studies m subjects as
approved by the HOD and Acadenuc
Institute. Coursework and examination
results are used to momtor NCEA success at
the level particular to the student's course.
Merit or Excellence grades are expected

Concerns re
NCEA success?

Contue progranunes
preparation for relevant
NCEA as entered
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Y

Semor School and to advise of
umbrella of Acadenuc
Institute to momtor progress
and oversee concerns

Teacher/HOD to Iughlight
concerns to Acadenuc Institute for
review and consideration re needs

of student

Contmued
concern?

Yes

v

Discussion/consultation with
student/parents/teacher(s) re possible
reassessment of NCEA entries &
poessible withdrawal from
mappropriate NCEA Levels
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6.12 New Student Induction
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Enrolment confumed by Headmaster

Application processed by Envolment Officer:

* Entered on KAMAR

* Testing arranged if Year 9/10 or ESOL

* Bottom slip completed and placed m relevant
Deputy Principal's pigeon hole

Deputy Principal
Tunetable options

Issue: " Tumetable
* School diary (Years @ and 10)
¥ Starting at MAGS booklet
* School map
* Stationery hst

l

Deputy Principal Level Dean

¥ New student reports to Level Dean durmg
form penied on thew fist full day at school and
18 escorted to thew Form Class

* Introduce student to the Form teacher

i

Form Teacher

Assign a peer buddy to assist new
student
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6.13 Enrolments that Occur During the Course of the Academic Year

Requirements relate to Policy 7.1

Fnrolment Officer collects
forms
for enrolment

I

__—  Application
complete?

|
Yes

y

Profile sheet sent to last
school by Enrolment
Officer

Y

Delrver documents to
Headmaster's PA to
arrange mterview

:

Interview

T

Ay
— T

o . a EH"‘E

_— Apphcation —

i
Yes
L

Signature on orange form

v

Apphcation processed by Enrolment
Officer:

* Entered on KAMAR

¥ Testing arranged if Year /10 or ESOL
¥ Bottom shp completed and placed
relevant Deputy Principal's pigeon hole

v

Deputy Prmeipal contacts student and
tanuly te arrange tunetable. Borrows
student's file from Student Centre and

processes option choices. Notifies teacher
of class changes by e-mail

No App]icati?n not processed
untl complete
No—= Headmaster phones
Deputy Principal/Dean organises mduction
» mto school, meluding buddy system
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Deans carry out a follow-up mterview within 4
weeks of starting school. Noted on KAMAR
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7 Discipline
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7.1 Teacher Competence

Requirements: It is the requirement of the Board of Trustees that a teacher be competent. If a less than

competent teaching performance is perceived to be occurring, the following procedures will be put into

place in accordance with the Collective Employment Contract Section 2.3. Refer to Policy 6.3.

Issues of competence are
raised with the Headmaster

v

A programme of advice and guidance by colleagues 1s

less than one term.

established and documented. Tlus is to take place over no

X

'/Has the pro ‘a11111.1e\'
_ ' proz S

removed the
competency 1ssues?

The teacher ceases
to be part of a
formal programme
of advice and

-ty es

r
No
¥

Teacher 15 advised m writing of specific concerns and
theiwr possible solutions and 15 advised to consult
PPTA who may offer future support

Y

Further advice and guidance 1s
given over a 13 week period

Y

An evaluation process takes place atter 13 weeks wlich
the teacher must sight and sign after its completion

v

Teacher 15 given tiume to respond to
Board of Trustees

\

Teacher may have lus/her position termunated it
matters have not been remedied

A

Teacl s 2 Teacher's
eacher recerves - os
. aYes position No—=
months notice . .
termmated?

Teacher continues with or
without Board of Trustees
conditions

v

Teacher 15 pernutted any
report, copy sent to
Teachers' Council
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7.2  Staff Conduct and Discipline

Requirements: It is the expectation of the Board of Trustees that Mount Albert Grammar School staff
maintain professional standards at all times in all facets of school life. If a breach of discipline occurs, the
following procedure is adhered to. This procedure follows those established by the Collective Employment
Contract Section 2.4. Refer to Policy 6.3.

standards

—
Recurnng failure to
Alleged breach of I
= meet professional
conduct

Boarn_;l °_f Tm_stees g“t!lel‘s Meetmng with Associate Principal.
1)1‘.c]111m1?|1§-' ulfonu.atwu Progranmme of advice and gudance
umvolving all parties provided. Tume frame estabhshed.
|
Further
N
T - \\\ breach
1o ~ . - .
C,_ase | —No 7 Is ﬂlClC. a‘c‘z:’se - v
termunated to answer? Meeting and
letter from AP
J I
Yes Further
/!\ breach
- e
Staft member - \\\ A J
15 suspended o Is the staff Meeting with Headmaster and all

with or without | [ Yes member parties. Outcome documented.
pay suspended? Time frame established.
|
No
v P

| ‘ Board of Trustees | | = " ~~
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7.2 Staff Conduct and Discipline (continued)

—

/ (‘ONT]N\;;E_];\I\
FROM
PREVIOUS PAGE
I
Yes
Y

Board of Trustees mforms staff member m writing of the
reasons for disciphnary procedures being mitiated, mvites
staff member to respond m wihing and advises staff
member to seek union/legal representation

'

Appropriate mvestigation
undertaken by Board of Trustees

.

Staff member support mvited to
attend any hearmg

Is the
allegation
upheld?

Staff member cleared and
remstated imme diately if
suspended

|
Yes
Y

Hearmg takes place. Staff
member makes representation to
breach.

v

Board of Trustees
malkes its final decision

. —
Staff member = —
. . — Does the breach —
continues under certamn | |«No . D
" warrant disnussal?
conditions
|
Yes

Position termunated

v

Teachers' Council
notified
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Statf member cleared
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7.3 Student Discipline

Requirements: The Board of Trustees established a set of behavioural expectations. If a student is involved
in any misdemeanour, one of a number of disciplinary measures will be entered into. The following
procedures are to be followed for both in and out of classroom misdemeanours. Refer to Policies in Section
6 of the Policy Manual.

OFFENCE

Classroom related offences that mterfere
with learnng.

e.g., repeated no homework, poor work,
no equipment, persistent nusbehaviour.

ACTION

Dealt with by teacher. Suitable
actions are lmes, teacher's detention.
Support from HOD. Refer
departmental policy. HOD can enter
details on KANMAR.

Serious classroom related offences that
mterfere with learning.
e.g., continual disobedience, defiance.

Withdrawal room and completion of
"working it out” sheet. Student is sent
to Student Centre Duty Dean.

Non-classroom related offences
e.g.. meorrect vform, httering, late to
class or school.

Lunchtune detention.
Multiple detentions followed up.

Non-classrooin related offences
e.g., not domg lunchtune detention,
truancy, defiance cte.

After school detention.
Multiple detentions followed up.

Failure to complete school detentions

Dean's detention on Friday

Issues of safety out of class
e.¢., smoking, fichtmg etc

Refer directly to Dean or Senior
Management. Written statement of
reason for referral to follow
munediately.

Issues of safety in class.
e.g., swearing at teacher, physical
violence, damage to property, theft etc.
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Refer directly to Dean or Senior
Management. Send a runner to Dean
or Senior Management with a note that
meludes teacher's code, room number
and problem.
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7.4

Withdrawal Room Procedures

This is the process to support staff in matters of serious classroom discipline.

i

// Student arrrves ™

with referral
form?

|
Yes

v

Sent back to
class

Student 1zsued with "Werkang it Out”

documentation

v

Student entered m Withdrawal Room logbook

.

Student entered on KAMAFE. under Pastoral

{(dizciphne)

.

Student completes
documentation

;

Documentation separated

_’_‘___.a—" —

- —

— -

Letter placed m Student
Centre
pigeon hole

T— o
s W

"Worlung it Out" sheet
placed m appropnate level
Dean's pigeon hole

Deans clear pigeon hole regularly, take appropuate action and
pass documentation to Student Centre pigeon hole for filing

v

Deputy Principals take any appropriate action and pass
documentation to Student Centre pigeon hole for filmg

v

At the end of duty i the Withdrawal Reom, give Student Centre staff the list of
students m the loghook. Student Centre staff will generate a letter home.

Copy filed on student's file.

Y

Student Centre staff file the page from the logbook
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7.5 Suspension Procedure

Requirements: The following procedure is based on the Education Act, which the school must follow in
cases of misbehaviour that results in suspension.

If student nusconduct fulfills the requirements of the Education Act 1989 13.1(a) or 13.1(b) and the Education
Amendment Act (No. 2) 1998, then a Deputy Principal may recommend suspension to the Associate Principal.

The Associate Principal reviews the case and makes a recommendation to the Headmaster.

A

/The Headlnaster\

considers the case. Is
the suspension
warranted?

Other action
No
taken

T
Yes

Y

The legal situation swroundmg the suspension 15 outlined
to the student by the Associate Principal

v

A standardised formal letter 15 given to the student to take home if
parents/caregrvers have been contacted. A copy is posted if they have
not. This must be sizned by the Headmaster.

\
]

Ministry of Education iz notified | |

v

A Board of Trustees hearmng must take place within 7 school days at which tune the
student, parent/guardian and legal or other support are advised to be present

v

Information regarding Board of Trustees hearmg to be delivered to parent/
guardian 48 hours before the hearing

Board of Trustees considers mformation and makes a
decision
/i\ ey ;
-~ . Student
- 5’“;‘;:“]‘??" = Yes ciﬁluilicgf Yes-B{| retmmns to
ed posed sehool
[
No y
L Student reviewed by
No Student BOT at monthly
returns to meeting
school y
N
P ~.
/T}‘uspcusiou\\_ Yes Headmaster takes all reasonable steps
extended? €8 to malke sure that education contumes
I
Nao

P

7 Student ™

Student is
_ —_—
over 167 No

excluded
‘ .
Yes
A J
Student 13 Headmaster attempts to
expelled place student
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7.6 Stand-down Procedures

The following procedure is based on the Education Act, which the school must follow in cases of
misbehaviour that results in a stand-down.

It student nusconduct fulfills the requirements of the Education Act 1989
13.1{a) or 13.1(b} and the Education Amendment Act (no. 2) 1998, then the
Associate Principal may reconmmend stand-down to the Headmaster

T e
—" The Headmaster T
congsiders the case. Is the
stand-down warranted?

~_ Other action
taken

|
Yes

T T
-
,/ﬁas the student l@“‘mk
stood-down for 5 days
this term?

Has student been
No>/ stood-down for 10

school days tlus year?

No further
stand-down
possible

No

Deputy Principal Dean, Form
Teacher are mformed about
stand-down, duration, reasons
and expected date of retun

Student given letter if
- contact with parents
made. or posted home

v

Mimstry of Education
notified

Y

Student retumns to school after
meeting with parents/guardians
and Headmaster

.

Student on Deputy
Prmcipal report as
appropriate

v

Review of student 3-4 weeks
by Dean. Parents/guardians
mformed of re-evaluation
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7.7 Detention and Loss of Study Leave

Requirements relate to Policy 6.4

No
Y
Letter sent by Deputy
Principal to parents/guardians

Weekly hsts of
outstanding

recardine continual defiance = .
= = detentions to the
and failure to complete g 2.9
. Associate Prmerpal
detentions

Notes:
1. A student who refuses to sign a detention can be considered to be defiant and can be mmedhately referred on to the level Dean.
2. Classroom offences are to be dealt with by department discipline procedures m the fuist mstance.

QA Manual: August 2008

86



7.8 Late Procedures

Requirements related to Policy 7.2

QA Manual: August 2008

Late students report to Student Centre
Receptiomst

Student Centre Receptionist enters
details on KEAMAR and issues a late
pass to clazs. No entry without a late
pass.

Arnrval m class wathout a note from
Student Centre statf will mean the
student 15 sent to the Student Centre to
see the Dean on duty

Dean does a regular printout of lateness
to school or class to follow up
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7.9 Off-Site Work-Based Behaviour Systems

Requirements relate to Policy 6.6

School rules i relation to oft-site
work-based programumes and
Secondary Provider rules are

explamed to student

v

Secondary Provider 1s
mformed of school
requirements for the
student

Y

Student signs and agrees
to a code of conduct

No acti s a pr
oaction i o - _/Has a problem

required occurred?

For student
Yes

For Service
Provider
Yes

Y

Secondary Provider

Medhation and mforms Secondary
discipline takes | [@— | Provider Manager duing
place as required daily attendance check or

durmng visitation
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Student mforms the
Secondary Provider
Manager during visitation
or contacts the SPM
directly

Mediation with
Secondary Provider
Manager and Secondary
Provider

e - \\\
-~ Problem -

Partnership
dissolved No W

|
Yes
Y

No further
action required
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7.10 Wet Lunchtime

Requirements relates to Policy 6.4

P
Semor Manager decides
that weather at hmchtune 1s
wet
h

Tlhree bells and
Big Bell g

l

Wet weather duty team
goes to assigned places

Students go to the followmg places: All students return to thew
Form Rooms where they are superivised by thew Form
Teacher. Form classes i specialist rooms (Ast, Technology,
Science) will go to the Hall and they will be supervized by
thew Form Teachers. Other staft and prefects wall be on
grounds duty.

Lunchtime shortened by 20
mmutes and school fuushes
at 2.50 p.m.
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7.11 Student Exeat

Requirements relate to Policy 7.2

-

Student has need to
leave school durmg the
day and has a note

i

Exeat 1ssued by Student Centre staft
once approval by way of a signed
note has been given to the student
from Semor Management or Dean

;

Fxeat 1ssued and entered on
FKAMAR by Student Centre
Receptiomst

;

Student
leaves school

- e
" Student returns to

school betfore the
end of day?

No -

Student shows
exeat to form
teacher next day

|
Yes
Y

Student retimns
and signs m at
Student Centre
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7.12 Student Lunch Pass

Requirements relate to Policy 7.2

P
Student goes to Student
Centre requesting Lunch

FPass

"

Student grven form for
Permanent Lunch Pass

Form returned to Deputy Prmcipal wath
parent's and student's signatures
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Permanent Lunch Pass
1zgued by Student Centre

staff
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7.13 School Uniform
Requirement: Students are required to be dressed according to School Uniform Policy 6.1. Teachers must
monitor the uniform of their classes and Form Class and students at all times that uniform is being worn.
Concerns to highlight are short black socks and t-shirts.

—
Students
enter ro0m

:

Teacher checks
umiform of mdrvidual

students
/j\
e \\\
/ N
Student . ~" Student has \ Student sent to
-\ cs . ’ No —p|
enters class umtorm pass? Duty Dean
i
No
Y
It - .
conﬁ:::lted A N Correct uniform
' <" Student item 15 loaned.

Pass 1ssued if item
not available.

has note?

.

Confiscated stem sent with slip to ‘
Student Centre. Details of

student's name and form class to No
be clearly attached. ¢

+ Detention grven and

Student correct uniform item

-—
enters class loaned. If none
¢ available, pass is issued.
Clearly labelled with ¢
confiscated ttems. Retmmned Record on
to student at end of term KAMAR ([

Y

Parents may clamm
confiscated item at
any tune

Y

Unclammed items held for
one term and then donated
to City Mission
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7.13.1 Uniform

Boys

The official uniform for boys is a grey polo shirt embroidered with the Mount Albert Grammar School
logo (available only from The Schoolwear Shop) and navy serge shorts, plain black leather lace-up shoes
and black socks. Black or brown leather roman sandals with a heel strap may be work without socks
during the summer months (Terms 1 and 4). The school jersey is a compulsory uniform item but a school
jacket may also be worn. Both items are purchased from The Schoolwear Shop. No other clothing is to be
worn over the uniform. Jewellery (with the exception of a watch), caps or sports shoes may not be worn.
Students may wear black long trousers. These are to be purchased from The Schoolwear Shop so that they
are the correct type. Plain black lace-up leather shoes and black socks are to be worn with long trousers.

Year 13 boys wear a white polo shirt embroidered with the Mount Albert Grammar School logo (available
only from the Schoolwear Shop). All other uniform requirements are as detailed above.

Girls

The official uniform for girls is a white short-sleeved blouse embroidered with the school logo with a navy
skirt worn just above knee level (both available only from The Schoolwear Shop). This is worn with plain
black lace-up leather shoes and white socks. Black or brown leather roman sandals with a heel strap and
low heels may be worn without socks during the summer months (Terms 1 and 4). Natural coloured or
black stockings may be worn in winter. The school jersey is a compulsory uniform item but a school
jacket may also be worn. Both items are purchased from The Schoolwear Shop. No other clothing is to be
worn over the uniform. Jewellery (with the exception of a watch and one pair of small, plain, gold or
silver ear studs), caps or sports shoes may not be worn. Students may wear black long trousers. These are
to be purchased from The Schoolwear Shop so that they are the correct type. Plain black lace-up leather
shoes and black socks are to be worn with long trousers. All hair accessories must be either navy, black or
white in colour. Make-up and coloured nail polish are not permitted.

Year 13 girls wear a long navy skirt and blue short-sleeved blouse embroidered with the Mount Albert
Grammar School logo (available only from The Schoolwear Shop). The school cardigan may be worn
instead of the school jersey. Non-lace-up black leather shoes (not sports style) may be worn instead of
lace-up shoes. Plain brown or black leather sandals (with a heel strap and low heel) may be worn in the
summer months (Terms 1 and 4).

Key Areas to Check

= Confiscate caps, beanies, jewellery and non-white/grey t-shirts. Confiscated items to appropriate
Deputy Principal with name and form class of student.

= Check that black long trousers are correct — only those purchased from The Schoolwear Shop are
to be worn.

= No sports shoes allowed.

= Non-regulation jackets and “hoodies” are to be confiscated.
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7.14 Areas Out of Bounds

The following areas are out of bounds to all students except prefects. Duty teachers/prefects should
ensure that students are not in these areas:

= The school foyer, except when going to an office there.

= The carparks at the front of the school and by the hall.

»= The swimming pool carpark, except Year 13 students walking to the pool café at interval and
lunchtime.

»= The swimming pool, unless students are actually swimming.

= The front of the school, unless students are entering or leaving the school.

» The farm and horticulture areas at lunchtime and interval.

= Any area on the far side of the creek at lunchtime and interval.

= Towers Hall, except for Towers Hall students at approved times.

= No.l fields, if signs are out.

*  Qut of Bounds Area as marked by RED line.

= E Block staff carpark.

= (lassrooms without staff supervision.
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8.1 Attendance Procedures

Requirements relate to Policy 7.2

Teacher marks

roll each period
on computer

Students who
conhnually arrive
late are identified

Students are
referred to the
level Dean and

appropriate

Deputy Principal

Record action taken
on KAMAR. under
pastoral

7 \\
L AcceptaEle S eoal Student
excuse? goes
No

v

Detention given.
Parents
contacted
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»
No

BN

-7 Absent mok

than 3 days?

»
N

|
Yes
Y

Home contact
mitiated by form
teacher

:

Record action taken
on KANMAER under
pastoral

altered

:

Record action taken

on KAMAER under
pastoral
Eenund
student No

Code - es

Attendance at
form tune entered
on the computer

" Student with
unexplamed
abgence on

computer present?

e

Yes

Student has
excuse”

/ Unexplamed

absence more
than 5 days old?

|
Yes

; Y
Record action taken
on KAMAR wnder | g——— | Dean
pastoral referral
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8.1.1 Attendance Procedures for Classroom Teacher

Requirements relate to Policy 7.2
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Teacher logs on to
networl: mn lesson

Teacher marks students
present or absent for
the penod

Teacher logs off at the
end of the lesson
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8.2

Assessment

Requirements relate to Policy 2.11

All ternal
assessment data
stored centrally m
departmental
backup and on
EAMAR

lata stored centrally 1
data stored centrally m

/

Annual analysis of
student progression
ctc to be detaled,
reviewed and
commented on

———»( | by Headmaster for

QA Manual: August 2008

For each course at each scholastic level

Department Policy mcludes
assessment policy

.

HODs/Curticulum leaders

publish course assessment

statement. Clopies to each
student m course.

Regular reporting
of student data to
students m cowrse

All internal assessment

departmental backup and

on KAMAR
¢ Schoolwide Achievement
All NCEA data relevant to Sl (e.g..'hteracy.-
numeracy/ICT) to be
department stored i
. . analysed, recorded,
electromcally m -
Department Files commented on for
epartment toes followimg year. Data
$ backup records

Annual analysis of
external exanination/
qualification data by

Department Head

v

Annual reports to
Board of Trustees

February/March
mecting
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8.2.1 Reassessment for Standards

Requirements relate to Policy 2.18

Teacher presents reassessment opportunity

Reassessment 15 to be by element or
vt/ acluevement standard

Student sits reassessment
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8.2.2 Naturally Occurring Evidence

Requirements relate to Policy 2.11

Student presents
evidence of attamunent
of a performance

b
- - II
criterion \
\
~ \
\
Ill
No

\

\

\

\

\ \

/ i

Fiwudence confums
attanmument?

Thscuss wath Head

of Department

Record attamment
as naturally

occunng evidence
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8.2.3 Authenticity of Student’s Work

Requirements relate to Policy 2.11

-
Department does

non-test type
assessments

Department has witten pohicy on authenticity.

Policy mcludes:
¥ Linutmg mdnidual work outside the classroom
¥ Changmg of topics annually
¥ Checkpomtmg of long term assessments
¥ Students sigmng for authenticaty
¥ Oral testmg

HOD checks
unplementation of
policy each term
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8.2.4 Moderation of Assessment

Requirements relate to Policy 2.11

-
More than one
class domg a
course
Mo

Departments establish wiitten poley for
moderation within each subject for vt
standards and mtermal assessment for
aclievement standards
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HOD checks
uplementation of
policy each term
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8.2.5 Notification of Assessment

Requirements relate to Policy 2.11

P
Teacher decides on
assessment for vt

standard

M

P
ey
/’/ s

- o Teacher checks ™
staff calendar.
Any clashes?

Reschedule

No

Y

Agssessment date recorded on staff calendar.
Aszessment dates are submutted to the Associate
Prmeipal at the begunung of the year to construct
assessment calendar. At least two weeks warmng

needed.

Assessment dates mwust be mdicated
to the students at the beamnne of the
year via course materal outlnes.
Students grven mmmmum twe weels
reminder of agsessment

Aszzegzment
can occur
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8.2.6 Internal Assessment Acceptance Procedure

Requirements relate to Policy 2.11

Due before 3pm on a

Monday or first day after . Held at most
a long weelend Project actrvity? Lab expedient time
1 // ///
Do not accept late or T . ; vty
acce Deadline ™ } Accept and - Actvity ™
substantially mcomplete | [ —No / met? > Yes » mark Yes < attempted? No-#-
work I
) | Exemption’
Exemption/ Extension
Extension (Resit)
Inform * ‘
Dean m . i . Exemptions/extensions will be:
i :I:Exel.nptlo.us.- extensions will be: * Notified in writing
. N'.otlfied mn wiiting * Given only by the DP
Cm'en. only by the DP responsible
l‘espﬂll-_‘ilble i ) TEs Yes * Applied for prior to the
No * Apphed for prior to the deadline deadline
2?3:11::;21;25 "'“ Supparted by a Medical * Supported by a Medical
ot E,e}‘hﬁcate mn cases °f1]]1_1‘3-‘>'5 . Certificate in cases of illness
parents o .Supporte(! by other evidential * Supported by other
documentation evidential documentation
BA
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—_—
Internally assessed
activities set

:

Students notified of
deadlme m advance

-
-
‘Asmgmneur' //?\Iah“‘g of . Test/Exam/

Inform Dean in writing
of absentees

- -~

T .
" New conditions

T B0
" New conditions

—W

A

- —

—

Dean records
abszence and
notifies parents
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8.2.7 Exams

Requirements relate to Policy 2.13
1. Quality Documents
Exam papers are important documents and they need to reflect the commitment to quality that this school
has. Exam papers must be typed and all pages numbered. The school crest and name, the date of the
exam, and the time allowed should appear on the front cover. Footers and headers should occur to
indicate the examination level on each page.
2. Subject
All subjects must have examinations. The only exception is Physical Education at Years 9 to 11.

3. Accuracy and Neatness

Accuracy and neatness are extremely important. Papers must be issued free of errors and alterations.
Examinations must be checked by HOD.

4. Deadlines
Deadlines must be met without exception.
5. Checksheet

Examinations must have a check sheet attached, which it to be signed when typing, checking,
photocopying and storage is done.

6. Time Allowed

Mid-Year: Juniors — 1 hour for options and 2 hours for core
Seniors — 2 hours
End of Year: Juniors — 2 hours

Seniors — 3 hours
Exceptions to this timing will occur where indicated in national course statements.

7. Exam Supervision
Staff should be vigilant and maintain a high standard of supervision.
8. Marking

Marking should occur as soon as possible. HODs should have procedures in place to ensure moderation
between markers.

9. Means

Means for each junior subject are to be approved by the Deputy Principal in charge of assessment. Means
for core subjects at Years 9 and 10 should be 55%.

10. Return of Scripts

Scripts should be returned to students after HOD has approved the marks.
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11. Absence from Exams

Students who are absent from an exam will be given a mark of zero or Not Achieved unless the
Deputy Principal in charge of assessment gives approval for a mark to be assessed.

Students who fail to sit examinations and who do not bring a note explaining their absence will
receive an after school detention for every hour of examination not attended.

All staff are to return student examination attendance information to the Student Centre promptly
to enable lists of absent students to be drawn up.

Students who fail to attend examinations/assessments place in jeopardy their continued academic
progress through the school.
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8.3 Enrolment Procedure

Requirements relate to Policy 7.1

—_—
\ Initial Enquiry

P s Pre-enrolment requirements for
" Foreign fee ™. . school/hostel
Yes sent/given out to Agent/parent as
appropriate
1
No ‘
Y
Pre-enrolment Appheation and documentation
package handed recerved

out
/Y N
I p

<" Executive
- Enrolment
Appointment(s) to see Headmaster, decision Oli No—— declned
Associate Principal, Divector of EISECpiIeE:
Guidance, Dean or Durector of
Boarding if necessary i
Yes
v v
Vertfication of address needed. Out L il sbif s O.f it
of zone students accepted if space e sl i zselss)
available and ballot held. All m
zone students are accepted. +
Tuwtion fee (and hostel
* fees if applicablelrecerved
Interview and documentation
completed after previous school's +
documents referred to in order to Acceptance form and receipt posted!
determine prior learning and aven to agent‘parent as necessary
achievement levels +
+ ‘ ‘ Student visa obtamed by student ‘ ‘
Uniform, school fees,
accommodation, start date
orgamszed by Enroller
¢ //// \“\\\ International
Clags placement evaluation and > Hom.e stag' Yes — Studeult' Deall
student tunetable orgamsed by e fakes
. ' arrangements
vear level Semtor Manager =

I
+ No

Regster, computer data

entry
Appomtment(s) for student and
¢ parent/guardian to see International
Student Dean. School Dean, or

Durector of Boardmg if necessary
Student conunences ] Y
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8.4

Leaving

Requirements relate to Policy 9.1

-

Student/tanuly decide
on student's leaving

:

Signg out form
obtamed from
Student Centre

-
P
g Parent/caregiver -
signature on
leaving form?

I
Yes

Y

.,

Student leaves without
going through the
system

Parent/caregiver
signature
obtamed

Dean send textbook/hbrary torm
around teachers and library staff

form.

Student retuins resources to all
teachers. Library staff obtain all
necessary signatures on signing out

i

Student Centre completed

Signing out form returned to

.

Leaving Certificate
produced if requested

v

A

Dean phones home and/or
wittes to hiome with account

All texts

Records of elements
completed of NOQF/NCEA

l

Data Manager updates:

¥ KAMAR
* Remster

* Filed until Mimstry return then to archives
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returned?

Guidance Counsellor/Pasifika
Liason Officer males home
visit
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8.4.1 Textbook Return

Requirements relate to Policy 9.1
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CXa1s

Student leaving for external

Student gets
clearance from
form teacher

i

Student clears with
teachers Jlibrary and
fmance department

-
-~ Student has
cleared?

|
Yes

Y

A

Student approaches
HOD for revision
texts

.

Student gets
exanunation shp and
leaves for exams

l

Student refiuns
textboolks to
HOD
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8.5 Report Writing

1. Quality Documents
Reports are important documents and they need to reflect the commitment to quality that this
school has. Reports must be of a high standard to indicate our high level of professionalism.

2. Homework
A comment on homework must be made on all reports.

3. Accuracy and Neatness

Accuracy and neatness are extremely important. Reports must be issued free of errors and
alterations. Please check your comments carefully. Make sure the student’s name is used in the
first comment.

4. Deadlines
Deadlines must be met without exception.

5. Colour
Black pen or black ink is to be used for all written or typed parts of reports. There will be no
exceptions and transgressions will have to be rewritten.

6. Examination Marks

All JUNIOR subjects must have a percentage mark for all assessments. Examination marks
should be cleared with the Deputy Principal in charge of assessment before reporting. All marks
should be out of 100 (write as a percentage). Place in class for subjects is to be based on mark
decided by HODs — either exam mark or total mark. SENIOR subjects will be reported using
Standards Based Assessment.

7. Form Teachers
See form teacher report procedure.

8. Report Manual

Teachers are issued with a Report Manual at the time of writing their first round of reports.
Reference is made to details such as deadlines, comment formats, procedures and steps to
entering data on KAMAR.
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8.6 Complaints Procedure

Requirements relate to Policy 12.5

No further

action required

+

Yes

/Cfomplahmnt

sahisfied wath the

Complamt about
staff member or
school action

i

Complamnt sent to Associate
Prmcipal to review and
mvestigate

Associate Principal or next
appropriate personnel discusses
complamt with complamant

Feedbacl iz given

outcome?

Appeal outcome with the
Headmaster m the first instance
and then the Board of Trustees

as appropriate

i

Feedback is given
to complamant
about appeal
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to complainant
about action

Y

Complamt filed by
Asszociate Principal
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8.7

Control of Quality Records

Record Title Related Procedure Indexed By | Filed By Storage Method Minimum Disposal Policy
Access Level
ACC Forms Staff Injury Name Business Manager Business Manager office | Teacher 5 years 10.5
Accountability Statements Annual School Review Dept Name Associate Principle | Assoc Principle office HOD Annual 1.8
Achievement Statements Annual School Review Dept Name Associate Principle | Assoc Principle office HOD Annual 1.8
Admissions Enrolment Name Enrolment Officer Computer Enrolment Off | Indefinite 7.1
Annual Accounts Financial Management Date Business Manager Finance Office Teacher 7 years 8.1
Application Form Community use of school prop | Org name Headmaster’s PA PA office Caretaker Annual 10.1
Appointment Form Guidance Appt System Name Counsellor/St Cent | Counsellor/Stud Centre Annual 5.1
Appointment Form Careers Appt System Name Careers Adv/StCent | Careers office/Stud Cent | Careers Adv Annual 5.6
Asst Teacher Job Description Asst Teacher Job Description Name Assoc Principal Assoc Principal office Teacher Leaving 3.1
Attendance Records Form Teacher Prof Roles Form Name | Attendance Officer | Computer Form Teacher | 7 years 7.2
Board of Trustees reports Board of Trustees Oversight Date Headmaster PA office Headmaster Indefinite
Board of Trustees Suspensions Suspensions Date Headmaster’s PA PA office Teacher Indefinite 6.7
Budget Request Forms Setting Budgets Department | Business Manager Business Manager office | HOD 2 years 8.1
Building Warrant of Fitness Maintenance and Property Name Business Manager Business Manager office | Prop Manager | Indefinite 10.1
Bursary Claims Assessment Date Headmaster‘s PA PA office 2.11
Disciplinary Records Student Discipline Name Deputy Principal Student File/Computer Teacher 5 years 6.4
Complaints Records Complaints Date Associate Principal | Assoc Principal office Teacher 7 years 12.5
Daily Absence Returns Attendance Form Name | Attendance Officer | Student File/Computer Teacher Leaving 7.2
Departmental Records Assessment Class Name | Teacher Departmental office Teacher Annual 7.6
Detention Forms Discipline Date Student Centre Conduct recorded Student Centre | Termly 6.4
Discipline Student Discipline Name Teacher Teacher Leaving 6.4
Enrolment Forms Enrolment Name Enrolment Officer Student File/Computer Teacher Leaving 7.1
EOTC Forms Education Outside Classroom [ Title Associate Principal | Assoc Principal office Teacher Annual 2.8
Education Review Office Reports Curriculum Implementation Date Headmaster PA office Teacher Indefinite 2.1
Examination Results Assessment Name Teacher Student File/Computer Teacher Leaving 2.11
Financial Assistance NZQA Assessment Name Student Centre Student Centre Teacher Annual 2.11
Gymnasium Hire Community use of school prop [ Date Property Manager Property Manager office | Teacher Annual 10.1
Head of Department Job Description HOD Job Description Name Associate Principal | Assoc Principal office HOD Leaving 3.1
Internal Audit Records Internal Audit Date Quality Controller Quality Controller office | Teacher in chg | 2 years 1.8
Invoices Financial Management Date Finance Officer Finance Officer office Teacher 7 years 8.1
Leaving Forms Leaving Name Student Centre Student File/Computer Teacher Leaving 7.2
Maintenance Required Form Maintenance and Property Name Property Manager Property Manager office | Caretaker Dealt with | 10.1
Ministry Report From Suspensions Name Headmaster’s PA PA office Teacher Annual 6.4
Minutes HOD Committee Curriculum Change Date Curriculum Co-ord | Curriculum co-ord office | HOD Indefinite 2.1
Monthly Accounts Financial Management Date Finance Officer Finance Officer office Teacher 7 years 8.1
NZQA Results Assessment Name Headmaster’s PA PA office Teacher Indefinite 2.11
NZQA/Min of Educ Doc Control Curriculum Implementation Subj Name Teacher Indefinite 2.1
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Record Title Related Procedure Indexed By | Filed By Storage Method Minimum Disposal Policy
Access Level
Order Forms Financial Management Date Finance Officer Finance Officer’s office Teacher 7 years 8.1
OSH Forms Staff Injury Name Nurse First Aid Room Teacher 5 years 10.5
Overseas Student Enrolment Enrolment Name Enrolment Officer Student Centre Teacher Leaving 7.1
Parent Interviews — Pasifika Students Guidance Appointments Name Pasifika Liaison Off | Pasifika Office Pasifika Off Leaving 5.1
Parent Interviews Guidance Appointments Name Counsellor Counsellor office Guidance/HM [ Leaving 5.1
Parental Permission Form Off-site Work-based Systems Title Careers Admin Careers office Careers Adm Annual 5.6
Permanent Lunch Pass Lunch Pass Name Student Centre Student File Teacher Annual
Permission Slips Student Car/Motorbike Name Assoc/Dep Princ Deputy Principal office Teacher Annual 113
Policy Manual Update Quality Assurance Name Headmaster PA office General Indefinite 1.1
Professional Development Form Professional Dev Application Title Dir of Prof Devpt Dir of PD office Teacher Annual 1.5
Property Maintenance Maintenance and Property Alphabetical | Headmaster PA office Headmaster Indefinite 10.1
QA Audit Form Quality Audit Audit Date Quality Manager Quality Manager office Teacher 3 years 1.8
QA Manual Update Quality Assurance Name Headmaster PA office General Indefinite 1.3
Secondary Provider Contracts Secondary Provider Selection | Title Careers Admin Careers office Careers Adm Annual 2.1
Sick Bay Register Student Injury or Illness Name Nurse First Aid Room Teacher Indefinite | 10.5
Sport Selection Form Student Extra-curricular Teacher i/c | Teacher Teacher’s files Coach Annual 4.1
Staff Accountability Statement Continued Staff Development | Name Employee Annual 1.5
Staff Appraisal Form Staff Appraisal Name HM/Business Mngr | PA/Bus Manager office Staff Member | Leaving 1.4
Staff Files Data — Staff Name HM/Business Mngr | HM/Bus Manager office | Staff Member | Leaving 9.1
Staff References Appointments Name HM/Business Mngr | HM/Bus Manager office | Staff Member | Indefinite 3.1
Staff Service Records Data — Staff Name HM/Business Mngr | HM/Bus Manager office | HM/Bus Mngr | Leaving 9.1
Student Subject Selection Forms Subject Selection Form Level [ Student Centre Student Centre Student Annual
Student Commitment Forms Student Extra-curricular Name Student Centre Student File Coach Leaving 4.1
Student Contracts Suspensions Name Headmaster’s PA PA office Teacher 7 years 6.4
Student Files Data — Students Name Student Centre Student Centre Teacher Indefinite | 9.1
Student Interviews — Pasifika Students | Guidance Appointments Name Pasifika Liaison Off | Pasifika Office Pasifika Off Leaving 5.1
Student Interviews Guidance Appointments Name Counsellor Counsellor office Guidance/HM | Leaving 5.1
Student Reports Report Writing Name Teacher Student File/Computer Teacher Leaving 7.6
Supervisor’s Report Form Employment Interview System | Course name | Careers Advisor Careers office Student Annual 5.6
Suspension Letter Suspensions Date Headmaster’s PA PA office Teacher Leaving 6.4
Suspensions Suspensions Date Headmaster’s PA PA office Teacher Indefinite 6.4
Teacher Markbooks Assessment Name Teacher Teacher room Teacher Annual 7.6
Testimonials Leaving Name Student Centre Student file/Computer Teacher Indefinite
Timesheets Support Staff Wages Name Business Manager Business Manager office | Staff Member | 7 years
Towers Hall Enrolments Enrolments Name Enrolment Officer Student file/Computer Teacher Leaving 7.1
Tutor Appraisal Forms Course Evaluation Course name [ Comm Ed Co-ord Comm Ed office Tutors 7 years 3.10
Unit Standard Results Unit Standard Assessment Name Teacher Tchr’s assessment record | Teacher Annual 2.11
Vehicle Pass Vehicle/transport Name Deputy Principal Deputy Principal office Teacher Annual 11.3
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8.8 Praise Cards

Students who perform at an excellence level within the school environment may be nominated for a

Praise Card.

Feedback given
to teacher
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<+—No

Staff nominate students for
praise cards by e-mailing
Deputy Principals

l

Deputy Prncipals recerve
nominations

-

T -

/ S

7 g Deputy Prncipals R\R

approve
nomination?

Data Manager fills n cards,
addresses and enters
on KAMAFE.

l

Cards signed by
Headmaster

l

Posted out by
Data Manager

List of successful
nomiations passed on
te Data Manager

List passed on to
Associate Principal

Associate Principal
orgamsed monthly
draws
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9 Finance
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9.1 Setting Budgets

Requirements relate to Policy 8.1

Busmess Manager distributes Notification of estunated
PBudget Request Forms to all funding from Ministry and
budget holders other sources

Budget holders submit
requests on Budget
request forms

y
TN ‘
e S Headmaster and
Forms returned to ~" Are forms 5
- Busmess Manager
budget holder for | |e——No completed Yes —p . =
= . . consider budget
correction correctly? =
- requests
Provisional

budgets zet

l

To Board of
Trustees for
approval

Final budget compiled
when funding
confurmed

To Board of
Trustees for
approval

l

Decision relayed
to stafl
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9.2 Financial Management Procedure

Requirements relate to Policy 8.1

Debtors

—
Invoice
R

:

Accounts
Recervable

Receipts

!

Cash

— —
. Direct
Cash Deposits
= | Receipt > Banlk »
General Contro.l_ a1_1d
Ledger Reconcihation
A

QA Manual: August 2008

NIonthly Reports

i

Amnnual Income

i

Annual

A

Payviment

Cheque requusition
with receipts

Expenditure

—
Establhish
need

‘ ‘ Purchase order

v

| | Goods/mvoice | |

v

Accounts

payable ledger

v

Confimation of
services recenved

—
General

- -
Ledger

v

Nonthly Reports

v

Accounts

Aundat

Annual Expenditure
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9.3  Board of Trustees Oversight of Finance

Requirements relate to Policy 8.1

Invoices collated, budget
holder approves, cheques

prepared

BOT member for
approval

Pavments
made

Monthly fmancial
reports
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'

Board Fmance
Commnuttee

Board of
Trustees for
approval
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9.4 Support Staff Salaries

Requirements relate to Policy 8.1
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9.5 Staff Requiring Reimbursement

Requirements relate to Policy 8.1

-

Staff member requires
remmbursement

Completes cheque requsition
torm and attaches recepts

HOD/Budget holder
authonsation

To Fmance Department

Cheque
1ssued
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10 Data
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10.1 Data — Staff

Requirement: As a good employer the school needs to maintain and up-to-date database of its staff, to
be used in reporting as necessary to the Ministry of Education. The database is also available for staff

use. Under the terms of the Privacy Act, it is not for public use.

l Staff

appomtment

:

Data sheet completed

Data entry/alteration MS
DOS Works database

Statt Data reports
produced
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Statt advize Deputy
Prmcipal Admuustration
of change of data

Termly data checks

127



10.2 Data - Students

Requirement: It is a Ministry of Education requirement that a student database be maintained to be
used for reporting as necessary to the Ministry and for constructing electoral rolls of parents and
caregivers. Under the terms of the Privacy Act, it is not for public use.

P
l Student
enrolment

l

Data entry/alteration
EAMAR by Data
Manager

l

Changes of
data v1a
parents/staft/
students

Student data reports
produced from KANMAR
each term

i

Week 3, Term 1 -
annual data checl Years
09-13

:

Student data change
sheet/leaving form
completed
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Requrement for Qualty System-related
documents that relate to the
requirements of the Quahty System

i

Dratt document raised by
department concerned

;

Draft subnutted to Quality
Manager for authorisation

/
oes dra -
/’ D fraft E
replace exishng
documentation?

i
No
Y

Quality Manager
reviews draft for
accuracy

Y

Document regstered
on central regster
with relevant details

10.3 Document Control Procedure and Guidelines

Quality Manager
reviews changes agamst
pertinent background

mformation

Return draft to
ongmator for
correction

-<—No

-

s
// .

- st

7 s .
Are revisions

adequate?

.

Prmted i final formal
and 1ssued to all manual
holders and ncluded on

website

v

Document control
updated

QA Manual: August 2008

\J

Documents to be stored
m an accessible, secure
system
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11 Environment
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11.1 Maintenance and Property

Requirement: it is the policy of the Board of Trustees to maintain property at the highest possible
standard to provide the best possible environment for teaching and learning.

Damage Maintenance and Proposals
Damage reported fo Mamtenance and proposals
.He.a(lmaster. Associate assessed by Board of Trustees
Prncipal, Property Manager as per 10 Year Property Plan
" Under $1 500 No Three quotes Quotes
Linit? ‘ obtained No obtamed
} J No
o e
Yes // S \\\ P y \\\\
- N e N
‘ 7 Bomdof - <" Board of \\\
Contractor -« Ve Tt el = > =
eugaged €8 1‘115_ ffi .?_11_3!11‘0‘ a < Tmste?s ap_proval —
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11.2 Community Use of School Property

Requirement: The Board of Trustees encourages community usage of school facilities on the basis that

the following procedures are adhered to.

'/"—“\
Applhication to
hire facilities
recerved

l

Busmess
Manager and
Property
Manager
consulted re
cost,
supervision and
availability
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/

/

/ﬁi\‘cage fee and
conditions

accepted and
SUpervision
available?

Application
confimed m
wiiting and
payment made
m advance of
application

Facilities
checked for
subsequent

damage.

Charge made if
deemed
necessary
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11.3 Procedure re Environmental Committee

Requirement: The Staff Environmental Committee meets periodically. Its task is to work with the
Board of Trustees in planning goals and effecting improvements.

Commnuttee meets,
considers
submussion

.

Proposal
considered

Worth
pursuing?

Report back
to source

+—No

Yes

Y

Headmaster
consulted

Report back
to source

P Permission to
proceed to Board of
Trustees?

[
Yes
A
7 Approval T

to source orven?

Report back

|
Yes

v

Conmuttee activates
as per Mamtenance
and Property
tflowchart
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11.4 Emergency Procedures

Accidents

= Students should report all accidents immediately to the nearest teacher or other staff
member.

Fire
= Report any outbreak to the nearest teacher or other staff member.
= The Fire Alarm is a LONG CONTINUOUS bell.
=  When the alarm is heard, teachers direct students to stand quietly and walk out of the building
in an orderly manner, taking the most direct route.
= Students assemble, in the same classes they have come from, on the Number 1 Rugby Field
directly in from of the grandstand and the bank with the flagpole.
= (lasses must be in single file, seated, if not wet, with the class teacher standing at the head of
the class and as close as possible to the grandstand/flagpole bank.
* Building Area Wardens check their areas for evacuation and report in person to the relevant
Deputy Chief Warden before rejoining their classes.
= C(lass teachers take an accurate roll check and report to the Deputy Chief Warden the names
of any students who have previously been in their classes but have not assembled.
=  Deputy Chief Wardens report to Chief Warden on the front steps of the school.
= The signal to return to rooms is a short ring of the bells. Teachers then escort their classes
back to their rooms.
Earthquake
= Move away from windows and dangerous equipment that could fall over.
= Take shelter under solid furniture, e.g., desks.
= Evacuation is a LONG CONTINUOUS bell.
Assembly Areas

Rugby fields
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11.5 Student Injury or Illness

Requirements relate to Policy 10.7

Fecordable
treatment
mito register

Treat and
return to
class
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School m
loco
parentis

Student kept at
clime, hospital or
sick bay till parent
mformed

Accaident occurs.
Tlness notified.

Y

School Nurse
mformed. Sick bay
located m D Block

v

Accident or illness
recorded m Accident
Regster

s

//Referred to:
g ¥ Doctor
* Hospital
¥ A/E Cliue
¥ Home?

/ Parents

able to be
mformed
and arrange

<—No

Yes
¥

Arrange return
transport if required

i

Ageident report given to Associate
Prmeipal. Monthly report on mjuries

available to Associate Principal
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11.6 Procedures Relating to Staff Injury

Requirement relate to Policy 10.7

Acadent resulting n
myury

N

Report given to '/ﬂ(l it affect ™. Revort t
Headmaster/work | [—7Yes d a paid No—» H 31:;101 -to -
gite sealed off employee? cadmaster

¢ l

Report held Report held
by by
Headmaster Hea(hilastel‘
Notification to Department Tneident
of OSH/ prelimmnary school mvestizated
mvestigation h\:
l Headmaster
Tisit by OSH i
mspector/ R
clearance cport to
Board of
l Trustees
Wotlk site re-
opened
Change
procedures if
necessary
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11.7 Procedures for Visitors to School

Visitor mvited to
leave a message
for staff member
to contact them
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.

Visitor arrrves at
school

l

Visitor reports to Receptionist to
state purpose of visit‘name of
person they wish to see

yZ
S
/ Is the

visitor
expected?

I
Yes
Y

Receptiomst contacts statf
member to announce visitor's
arrval

" Staff member
successfully
contacted?

4—No

I
Yes
Y

No———p

Receptiomst attempts
to contact relevant
staft member to
ascertam ther
availability to see
visttor

Receptiomst 1ssues visitor with a
"Visitor” badge which they mwust
attach so that it 15 visible. The visitor
registers m the Visitors' Book wath:
date, name, reason for visit,
person(s) they are visiting

o Yes

v

Staft member meets
visitor m reception
or at other agreed
location

'

Betore leaving the school, visitor
retuns "Visitor” badge to
Receptiomst and enters leaving tune
mn Visitor's book

\

e

Staff member
successtully
contacted and

available?

No

Visitor mvited to
leave a message
for statf member
to contact them

139



12 Communication

and Travel
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12.1 Students Using Bus/Train

Requirement relates to Policy 11.3

Information gathered on form by
Form teacher: Bus Numbers or
tunes on anrval and destmation

Entered on computer
{Master List)

Forms to Student
Centre

1. Form Teachers to gather information from students using Bus/Train under the following
headings:

Bus:

Arrival bus number
Exit Bus Number
Destination

Train:
Arrival time
Exit time

Destination

2. Information is collated in Form Class lists and retained in Student Centre
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12.2 Students Using Private Car/Motorbike

Requirements relate to Policy 11.3
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Students obtam
pernmssion shp from
Student Centre

Parent's/Caregrver's
signature

Return to appropnate
Deputy Prmeipal

l

Pass 1ssued

Master copv on
computer for
ELEITENCIES
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13 Responsibility and
Authority



13.1 Discipline

Person/Persons Responsibilities Authorities

Policy Expulsions
Communicate with parents/guardians | Suspension for a definite time
as appropriate

Board of Trustees

Policy implementation Suspensions for five days
Communicate with parents/guardians | Suspension for an indefinite time
as appropriate

Headmaster

Support to Senior Management Team | Detentions

Associate Principal Investigation of major incidents Removal of student form class for more
Communicate with parents/guardians | than two days

as appropriate

Serious incidents — assault, bullying,
property damage, verbal abuse,

. Detentions
- serious defiance, theft
Deputy Principals Removal of student from class for more
Support to Deans and Heads of
than two days
Departments
Communicate with parents/guardians
as appropriate
Deans Support to Form Teachers Detentions
Communicate with parents/guardians | Removal of student from class for up to
as appropriate two days
Support to Classroom Teachers Detentions
Hea f Department . . .
eads of Dep ents Communicate with parents/guardians | Removal of student from class for up to
as appropriate two lessons

Attendance, punctuality, uniform,

Detentions — attendance and uniform
Form Teachers homework

. . . issues
Communicate with parents/guardians
as appropriate
Standard of classroom behaviour Impositions

lassroom Teachers . . . .
Classroo Communicate with parents/guardians | Detentions

as appropriate
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13.2 Financial

Person/Persons

Responsibilities

Authorities

Board of Trustees

Approve budgets
Financial accountability

All payments

Headmaster

Policy implementation
Prepare budgets with the Business
Manager

Payment authority of $50,000
Approval of fixed assets items (i.e.,
over $500)

Business Manager

Prepare budgets with the Headmaster
Maintain budget records
Report monthly on budgets

Payment authority of $5,000

Director of Boarding

Accurate records of Towers Hall
expenditure

Payment authority of $5,000

Property Manager

Accurate records of repairs and
maintenance

Payment authority of $5,000

Heads of Departments
and Other Budget
Holders

Accurate records of departmental
expenditure

Ordering of all items not on fixed asset
register (i.e., below $500)
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13.3 Assessment

Person/Persons

Responsibilities

Authorities

Board of Trustees

Policy

Headmaster

Policy implementation

Authorisation of student absence from
school

Deputy Principal Responsible
for Assessment

Give extensions for NZQA
assessments

Deans

Follow-up of non-attendance at
assessments/examinations

Give detention/withdrawal of study
leave to exam defaulter

Heads of Departments

Implementation of assessment

Develop departmental assessment
tasks

Develop departmental policies on
authenticity and moderation

Classroom Teachers

Follow departmental policies
Keep records of assessments
Referral of non-attendance to
Dean
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13.4 Uniform

Person/Persons

Responsibilities

Authorities

Board of Trustees

Uniform policy

Change of uniform regulations

Associate Principal

School-wide implementation of policy

Authority to decide on uniform
standard

Authorize equity expenditure
Uniform exemptions over three days

Support school-wide uniform

Authority to decide on uniform

Deputy Principals . . standard
implementation . .
Uniform exemptions over three days
Deans Check on serious uniform defaulters Uniform exemptions over three days

Guidance Counsellors

Refer students with financial
difficulties to Deputy
Principal/Director of Guidance

Form Teachers

Check students with ongoing uniform
concerns
Refer to Dean after contacting home

Detentions for uniform default without
uniform pass
Contact home

Classroom Teachers

Check students’ uniforms on entry
into class

Enter details on KAMAR for students
without Uniform Pass

Send student to Student Centre for
correct uniform/Uniform Pass
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13.5 Attendance

Person/Persons

Responsibilities

Authorities

Board of Trustees

Policy

Headmaster

Policy implementation

Exemptions from school to Ministry of
Education

Associate Principal

Major truancy

Referrals to District Truancy Service
and NETS

Daily Report
Deputy Principals Major truancy Attendance Report
Monitoring
Detentions
Deans Moderate truancy Daily Report

Form Teachers

Check on daily attendance

Contact parents after three days non-
attendance

Have all absences explained within five
days

Detention for minor truancy
Daily Report

Attendance Report

Letters and phone calls to home

Classroom Teachers

Maintain period roll on computer
Referral of ongoing non-attendance to
Form Teacher/Dean

Detention for minor truancy
Attendance check report
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13.6 Curriculum

Person/Persons Responsibilities Authorities
Board of Trustees Policy
Headmaster Implementation of policy Subjects to be taught at different levels
Deputy Principal
Resp?ns1ble for Oversight of school curriculum Monitoring curriculum implementation
Curriculum
Development of school curriculum
within policy
Faulty Monitoring of departmental
requirements

Heads of Departments

Establishment of Departmental Scheme

Determine teaching programmes that
fit national curriculum statements

Classroom Teachers

Plan lessons that fit departmental
scheme

Develop individual teaching strategies
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